Nadcap Audit Preparation Timeline

The following Nadcap timeline describes some of the key actions you should take prior to your Nadcap audit.  This document was created by the Supplier Support Committee to ensure all suppliers are prepared for their Nadcap audit.

Select one of the links below to find where you are in relation to your upcoming audit.
Twelve Months
Eleven Months
Ten Months
Nine Months
Eight Months
Seven Months
Six Months
Five Months
Four Months
Three Months
Two Months
One Month
We value your feedback.  Submit any comments or suggestions to the Nadcap Supplier Support Committee at NadcapSSC@sae.org.

Twelve Months 
· Access the PRI website, www.pri-network.org to learn about the accreditation process.  Be certain to review the Supplier page, at http://www.pri-network.org/Nadcap/Supplier/ 
· Participate in the process – attend a Nadcap Meeting.  For more information, go to the Nadcap meeting web page; http://www.pri-network.org/Nadcap/Nadcap-Meeting-Information-(Logistics-Minutes-Agendas).id.334.htm 
· Register at www.eAuditNet.com, obtain copies of the Audit Criteria (AC) appropriate to your commodity, review the Public Documents section for auditor handbooks and other preparatory information, and schedule your initial audit(s).
· Assess existing employee training program and conduct training as necessary.

Go to the top of the document
Eleven Months 

· Invite Senior Management to a Nadcap meeting prior to your audit and request resources early.

· Conduct a Nadcap orientation meeting to let the entire company know that every employee plays a key role.  

· Review internal documentation against checklists to verify all documentation requirements have been met.  Write new procedures/work instructions or create new forms/logs based on self-assessment audit.
· Conduct training for newly-generated documentation.

· Consider outside help -- consultants, trade associations, Supplier Support Committee, etc.
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Ten Months 

· Conduct complete audit of entire quality/processing systems using checklists paying special attention to job audits. 

· Be tough and thorough.   Produce evidence of compliance with each checklist paragraph.  This is how your audit will be conducted.

· Make & keep meticulous records of corrective actions from internal and preparatory audits available for evaluation later as needed by the Nadcap auditor.

· Implement corrective/preventive actions for all audit findings.  Take a Root Cause Corrective Action class.

· Write new procedures/work instructions or create new forms/logs based on self-assessment audit.

· Conduct training based on self-assessment audit findings.
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Nine Months 

· Participate in the process – attend a Nadcap Meeting.  For more information, go to the Nadcap meeting web page; http://www.pri-network.org/Nadcap/Nadcap-Meeting-Information-(Logistics-Minutes-Agendas).id.334.htm
· Verify effectiveness of corrective/preventive actions implemented in response to self-assessment audit.

· Review Task Group specific requirements, available in the Public Documents section of www.eAuditNet.com, obtain training as necessary. 
· Read Task Group meeting minutes available on the PRI Corporate website, www.pri-network.org . Contact Staff Engineer with questions

· Read Supplier Support Committee (SSC) meeting minutes available on the PRI Corporate website, www.pri-network.org. Contact SSC leadership team with questions.
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Eight through Seven Months

· Monitor system changes made as a result of audit preparation.

· Monitor training needs.

· Verify effectiveness of corrective/preventive actions implemented in response to self-assessment audit.
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Six Months 

· Finalize audit dates; you should know by now how well you are prepared based on Internal Audits to the Nadcap checklist.
· Participate in the process – attend a Nadcap Meeting.  For more information, go to the Nadcap meeting web page; http://www.pri-network.org/Nadcap/Nadcap-Meeting-Information-(Logistics-Minutes-Agendas).id.334.htm
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Five Months 

· Verify effectiveness of corrective/preventive actions implemented in response to self-assessment audit.

· Monitor system changes made as a result of audit preparation.

· Monitor training needs.
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Four Months 

· Conduct second complete audit of entire quality/processing systems to fine tune your system.

· Implement corrective/preventive actions for all audit findings.

· Write new procedures/work instructions or create new forms/ logs based on self-assessment audit.

· Conduct training based on self-assessment audit findings.
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Three Months 

· Participate in the process – attend a Nadcap Meeting.  For more information, go to the Nadcap meeting web page; http://www.pri-network.org/Nadcap/Nadcap-Meeting-Information-(Logistics-Minutes-Agendas).id.334.htm
· Register for Nadcap introduction training – a free online session, for details log-on to the Nadcap website, http://www.pri-network.org/PRI/Nadcap-Customer-Support-Initiative-(NCSI).id.498.htm 
· Verify effectiveness of corrective/preventive actions implemented in response to self-assessment audit.
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Two Months 

· Verify effectiveness of corrective/preventive actions implemented in response to self-assessment audit.

· Monitor system changes made as a result of audit preparation.

· Monitor training needs.
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One Month 

· Submit required documentation to auditor.
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